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For additional information consult the Civilian Personnel Management Service (CPMS) DCPDS User Guide
located on the Civilian Human Resource Agencies (CHRA) website
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This document provides instructions for using the mass update process to add

records of completed training instances to employee records in DCPDS.

5 Jul 2005 (changes are highlighted):

e There is a new mass update processing form (form used below).

e Error messages are output to a report accessible from the View Requests
window rather than in the Process Log.

24 Jun 2005: There have been substantial changes to the process used to
update training records. Changes include:

e An “Alerts” section has been added about current problems and/or
imminent changes.

The term OTA is no longer being used.

The responsibilities (‘“hats™) that can process updates into the database
have changed.

The “Report Samples” section has been removed.

A section on correcting errors in the preview screen has been added.
A section on checking employee training records has been added.
Errors appearing in the process log are being compiled.

The following courses should be input: All government sponsored Formal
and Mandatory training instances.

The process for mass updating involves the following steps (additional detail
is provided in subsequent sections):

Step Action Who does it
1 | Prepare a spreadsheet of completed Various. Activity
training instances training coordinators,

Regional HRDD staff,
Managers or Admin Staff

and CPAC staff.
2 | Review the spreadsheet for accuracy, Training Coordinators &
correct formatting, etc. HRDD DCPDS POC
3 | Convert (save as) the spreadsheet to a Training Coordinators &
text (.csv) file HRDD DCPDS POC
4 | Run the mass update process Training Coordinators &
HRDD DCPDS POC
5 | Correct errors Training Coordinators

http://www.chra.army.mil/ .

Module 7/ chapters 1-3 all pertain to mass update and completed training.


http://www.cpms.osd.mil/hrbits/userguide/dcpds_userguide.aspx
http://www.cpms.osd.mil/hrbits/userguide/dcpds_userguide.aspx
http://www.chra.army.mil/
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DCPDS Guide for Uploading Completed and Mass Updated Training

Preparing Your Mass Updated Excel Spreadsheet

Using the New Mass Updated Excel Spreadsheet; input your training information into the spreadsheet to
be uploaded into DCPDS. Draw your attention to row 2 (highlighted by red arrow) in the screen below.
Row 2 is an example line, and contains the format in which the training data should be input into the
required Enterprise Human Resource Integration (EHRI) reporting fields. Now, did you notice on your
spreadsheet that certain columns are highlighted?

It is mandatory that these highlighted columns be filled with information when completing your mass
update spreadsheet. Instructions have been placed in each column heading as a guide for correct
formatting and codes for each column. Scroll down through screens 1 — 4 to see the entire spreadsheet.
After which, on your spreadsheet, take a moment and get familiar with the codes in each column heading
highlighted in blue.
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Columns M - AA
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Screen 4

Columns AP - AS
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Formatting
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1. On your spreadsheet, click and select column A as shown on Screen 5. After selecting column A, hit
the Ctrl key and F key on your key board to bring up the Find and Replace window. In the blank area of
the Find what box, type in a comma and then click on the Replace tab at the top. Leave the Replace
with box empty and click on the Replace All button at the bottom. Repeat this step again, but this time
put a period in the Find what: box.
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2. Select column B, and right click your mouse on the highlighted strip. When the shortcut menu pops
up, locate and click on Format Cells. Now, you should have a window open resembling that of the
window on Screen 6. At the bottom of the category list, locate and click the Custom selection. Under the
Type: heading, click on the single 0 digit. Next, type in 9 zeros in the box under the Type: heading then
click Okay.
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Your screen should look like Screen 7 when you’re done.



Back to Table of Content Top of Formatting
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3. Starting at column C, format the dates to reflect the format 14-Mar-01. This is achieved by selecting
each column and right clicking your mouse on the highlighted strip. Click Format Cells, and wait for the
Format Cells window to open. Once open, click on the Date selection and choose the DD-MMM-YY
format (14-Mar-01). Do this for columns C and D.
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4. You’re almost done, keep up the good work! Take a look at Screen 9 below. It is imperative that
columns L and M begin with the same number (see red arrow). The following is a break down on each
OPM Training Type and Training Sub Type code:

OPM Training Type Training Sub Type

01 1 — 16 (for single digit numbers leave as is)
02 20 - 27

03 30-35

For further assistance, locate the OPM Reference Codes and Values tab at the bottom of your mass
updated spreadsheet. An example has been given on Screen 9 for guidance.
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5. For column AS and AT, select the column and right click to bring up the shortcut menu. Delete the
column so that it won’t be entered into DCPDS. When finished, scroll left to column A.
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Make sure that all columns have been centered except for columns A and E. Do this by selecting column
B and while holding down the Ctrl key, select the remaining highlighted columns in blue.
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6. Now, delete rows 1 and 2 to make sure the example rows aren’t uploaded into DCPDS. Select the
whole entire excel spreadsheet by clicking on the square to the left of column A (see red arrow). While
the spreadsheet is selected, click on the right border of column F to resize the columns.
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With the entire spreadsheet selected, take out all shading and font coloring (as seen on Screen 13) by
using the Font Color button and the Fill Color button (highlighted by the red arrow). On the Font Color
arrow list, click Automatic (black). Do the same for the Fill Color arrow list by clicking No Fill. Next,
change the font to Arial and font size to 8. Click in the middle of the screen to deselect the spreadsheet
when finished.
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Screen 14
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: arial -8 B Z U EE=EHES % » WS ' vg-av!

2] Elj @j ¥# Reply with Changes... End Review... !

A | B [ ¢© [ O [ E |
1 |Spielberg, St 348693497 | 24-Jul-05 | 24-Jul-05 | COMPUTER .
Buffet, Varr 263694566 | 3-Mar-05 | 3-Mar-05 | OFFICE 2007
Greenspan, 485863126 | 14-Jul-05 | 14-Jul-08  DOD INFORM
Trump, Dona 210568952 | 29-Jan-08 | 29-Jan-08  COMPBATIMN

80000 I—
51000
80000
80000

[ P
o oo oo
slaa s

w6 | —
(IR IR
o
&

4 4 » M|'Kovash, ¥Yana 8-26-2008 (4) JET} 1 LIJJ

Ready NUM SCRL

It;'start| J oea * J ] DCPOS Guide for .. | O] DCPDS - Micrasof... | -] (UNCLASSIFIED)... | |) DCPDS Updated ... ||IZ|_] Kovash, ¥ana 8... & Music | Paramare | < 11:23 aM
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Saving Your Excel Spreadsheet Back to Table of Content

1. Make and name a folder for quick retrieval and storing updated spreadsheets on your desktop, my
documents, or hard drive. Remember where you put it because you’ll need it again soon!!!

2. On the spreadsheet, click on File at the top left corner of your screen and then click on Save As...

3. When the Save As window opens, click the list arrow in the Save in: box. Locate and pull up the folder
you created to save your spreadsheet to that folder.

4. Locate the File name: box. This is where you’ll name your spreadsheet along with the date and the number
of training records you’re uploading. Use this format to name your files: Mouse, Mickey 11-15-2008 (25)

5. This format makes it easier to retrieve your spreadsheet from the folder you created earlier. Now, in the
Save as type: box, click the down arrow list of values and click on CSV (Comma delimited).

Microsoft Excel - Kovash, ¥ana 8-26-2008 (; o =
B File Edt  ¥iew Insert Format  Tools Data  Approvelt  Window  Hel Type aquestionforhelp - o @ X
EHR3OERITEI L DA-F9-0-8 - Me o -0
Arial -8 - B I U= E B $ % o+ b % EEE I Q v é - B
- i R R | i} = Reply with Changes... End Review. .. B
na__ v & savens 21x
a | B [ ¢ [ b | E | Savein: [ DCPOS Undated files Fl@-3 @ X Cy E - Tooks Fi
1 |Spielberg, St 348693497 | 24-Ju-05 | 24-Ju-05 |COMPUTER . - - ) =
2 |Buffet, Warr| 263694566 | 3-Mar-08 | 3-Mar-03 | OFFICE 2007 Askegren, Marian 10-30-2008 {13) @Marshall, Bonnie 10-09-2008 (2372) 0o
3 |Greenspan, | 485053126 | 14-Jul-08 | 14-Jul08 | DOD INFORb =% 5 Bercayk, Patricia 11-21-08 (1880) Bl Marshal, Bonnie 10-24-2008 (24) 00
4 |Trump, Dona 210568952 | 29-Jan-08 | 23-Jan-08 | COMPEATIN My Recent Bethel, Marvin 15-5ep-09 (345) B martin, Linda 10-17-08 (26) oo
5 DEEUmETES Bluegrass-Ft Riley (43) Bl Martin, Linda 10-28-08 (1)
% = Boudreau, Richard 11-21-08 {2118) @Mass Update 08-05-200& {400
= Christ, Kathry §-25-2005 (324 B mass Update 08-05-2008 (92)
R Deskbop Fort Riley CPAC - 8-16-2008 (71) L] Mass Update 08-06-2008 {15)
10| Gomez, Sifida RRAD 10-30-2003 (1184) @Mass Update 08-06-2005 (113)
EER 2N Gomez, Silfida RRAD 10-30-2008 (2959) B Mass Update 08-08-2008 (16)
Gomez, Sifida RRAD 22 sep 08 (367, Mass Update 09-30-2008 (91
12 IFid (367} d (913
13 My Documents Gomez, Sifida RRAD 22 sep 08 (451) B Mass Update 09-30-2008 (116)
Jones, Stephen HRODD 04 Mov 05 (3] Mass Updated Spreadhseet §-14-2005
14 h () dated dh
L= 1 kovash, Vana 8-26-2008 (4 Mass Updated Spreadhseet 8-14-2008 (7
lg vt h ) dated Spreadh (
7 :}B League, Mary Shannon 9-19-2003 (4) @Mass Updated Spreadshest - 06-19-2003
BEY My Computer League, Shannon 24-Sep-08 (4) 2 ] Mass Updated Spreadsheet - 06-19-2008
19 ‘:} 4| | o
B 5 File name:  [ovash, ¥ana 8-26-2008 (4 | e
21 Iy Metwork, =
2 Places Save as typet [cav (Comma delimited) [~ Cancel L
A Termplate B =
| 24 | Text (Tab delimited) =
25 Unicode Text
bl IMicrosoft Excel 5.0/95 Workbook,
a7 Microsoft Excel 97- Excel 2003 & 5,0/95 Workbook,
29
30
31
| 32 | L
| 33|
2
5 -
M4 4 » M['Kovash, Yana 8-26-2008 (4) 14l ]
Ready NUM SCRL

W Startl J lj @ G = J lﬂ__l] DCPDS Guide for ... | J DiCPDS - Microsaf. .. | o] {UNCLASSIFIED). .. | ) DCPDS Updated ... ”@_] Kovash, ¥ana 8... @ Music | Paramare ... | <« 11:24 AM

Click the Save button and click yes on the pop up screens that follow.
Well congratulations, you’ve just prepared your mass updated excel spreadsheet for uploading into DCPDS! If you

ran into any problems, just refer back to your guide for assistance. The Following instructions below are for
uploading mass updated training into DCPDS.

Back to Table of Content
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Uploading Mass Updated Excel Spreadsheets in to DCPDS

Congratulations Training Account User!!!

You have been granted access to the Defense Civilian Personnel Data System for inputting training. The

following instructions will help to assist you in navigating your way through DCPDS to upload mass
updated training using an excel spreadsheets.

Click and add this link https://compo.dcpds.cpms.osd.mil/ to your favorites on your internet

explorer for quick access to the DCPDS portal. The first screen (directly below) is the starting point for
which the process will begin.

1. Locate the red arrow for the link to the DCPDS portal at the bottom of the screen.

Screen 1

fj Link to DCPDS Portal - Windows Internet Explorer & |5|
@\‘—‘/ - |g, https:f fpyxis . chres. army mil: 5007 /08 _HTMLJSSOLoginMate. jsp j % 2| X ILiva Search P~

File Edit ‘iew Favorites Tools Help
07 2 @Linkto DCPDS Portal | | o v B - od=h v shPage - (FTook +
- R =
OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
*# % WARNING * * * WARNING * * * WARNING * * * WARNING * = *

Unautherized access to this US Government computer system and software is prohibited by Title 18, US Code,

Section 1030, "Fraud and Related Activity in connection with Computers." Unauthorized use is a felony, which is

punishable by a 510,000 fine and up to ten vears in jail. Do not discuss, enter, transfer, process, or transmit data of

greater sensitivity than sensitive-unclassified. Using this system constitutes consent to security testing and
monitoring.

Privacy Act Statement
Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11, 13,29, 31, 33, 41, 43, 51, 33, 33, 61,
63,72, 73, 83, and 99; and Executive Order 9397
Purposes: * To authenticate the identity of individuals seeking access to their personnel datz for purposes of
ensuring that only authorized persons may process applications and view data pertaining to them.
* To permit authorized individuals to view their data for purpose of verifying its accuracy and to
update the data when it is not current or is inaccurate.

* To audit user access to ensure that access is only granted to users that are authorized access to the
information

Routine Uses: To a Federal, state, or local agency. as necessary and when the intended disclosure is for a purpose
compatible with the purpose for which the information was collected, on personnel and related matters
itvolving the individual about whom the information pertains.

Disclosure:  Voluntary. Failure to provide the requested information will result in a delay or termination of your
request. If your request is terminated, you will not be able to view and verify your data and you will
not be able to update your data via this website.

. /

This Database has now been linked with the Defense Civilian Personnel Data System (DCPDS)
Portal The DCPDS Portal eliminates the need for use of login IDs and passwords.

Please update vour favorites/bookmarks to reflect the DCPDS Portal URL to access My Biz. My
Workplace, and HR Professional applications via vour Common Access Card (CAC).

[
»

Link to DCPDS Portal: hitps:/compo.dcpds.cpms.osd. mil

-

[pone [T [ [ 8 R Trustedsies [# 100w ~ ;
g&'start| |Gl & @ > | Docros | [5]anbox - picros... | #]nEw complet... || Link to bEPD... | = «|0]' 4 zz7pPM

Click the link above on your screen.

Back to Table of Content Top of Uploading into DCPDS
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https://compo.dcpds.cpms.osd.mil/

Once you have clicked the DCPDS portal link it will bring you to the screen below. Locate the “OK”
button on your screen highlighted by the red arrow on the screen below.

Screen 2

ompo.dcpds.cpms.osd.ay Windows Internet = | = Ill

@A - |;e_ https: ffcompo.dopds, cpms, osd. mil} j % 4| % ILiveSearch 2|

File Edit View Favorites Tools  Help

ﬂ? '{Qf i_# https:/fcompo.depds. cpms. osd. milf | | F} - D - - jpage - <_; Tools »

x
'E LoD NOTICE AND CONSENT BAMNNER
.

‘You are accessing a U, 5. Government (USG) Information System (IS5) that is provided
for USG-authorized use anly.

By using this IS {which includes any device attached ta this IS), wou consent ko the
Fallawing conditions:

-The USG routinely intercepts and monitors communications on this 1S faor purposes
including, but not limited to, penetration kesting, COMSEC monitaring, network
operations and defense, persannel misconduct (P}, law enforcement (LE), and
counterinteligence {CI) investigations.

-Ak any kime, the USG may inspect and seize data stared on this IS,

-Communications using, or data stored on, this IS are nok private, are subject to routine
monitoring, interception, and search, and may be disclosed or used far any USG-
authorized purpase.

-This I5 includes security measures (e.g., authentication and access controls) to prokect
USi inkerests--not For wour personal benefit or privacy.

-Motwithstanding the abowve, using this I5 does not constitute consent ta PM, LE or CT
investigative searching or monitaring of the content of privieged communications, ar
work product, related to personal representation or services by attarneys,
psychatherapists, or clergy, and their assistants, Such communications and work praduct
are private and confidential, See User Agreement for details,

>
»

| [ [ [ L[ Trustedsites [# 00w + 4

[]
& Startl J SeEa » J ) DCPDS | | ©] tnbax - Micros. .. | ] pCPDS Guide F| & https://com... J « -1|0]'s z51PM

Click the “OK” button on your screen. Once you have clicked the “OK” button on the screen above,
Screen 3 will pop up.
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Login Access to DCPDS

Locate the section on the screen below where it says Common Access Card (CAC) Access. Once you
have located this section, notice that there are two buttons that you can choose from. Clicking the Login
button will take you to Screen 6 if you’ve already registered your CAC Card. If you haven’t registered
your CAC, then clicking on the CAC Registration button (highlighted by the red arrow) will begin the
process.

Screen 3
fj Login : DCPDS Portal - Windows Internet Explorer &=
@:—_\/ - |g, hitps:f fcompo, dopds. cpms, osd. milf j % S (B3 ILive Search Foihg

File Edit View Favorites Tools Help

i¢ R @Login: DOPDS Portal | | 3 - B - o= - sbPage » (0 Tools » 7

=
Dgﬂ %:ggm! DCPDS Portal

AN

Common Access Card (CAC) Access Reporting Problems CPMS Contact Information
First time CAC users, Mon-CAC users with newly issued CAC and CAC For p_ersonnel data concerns in D?P_E'tment of Defense .
name changes must select the "CAC Registration” button before "Login" "MyBiz", contact your Servicing Civilian Personnel Management Service
butten. Human Resources Office. HR Business Information Technology
Solutions Division - HR-BITS
P CAC Registration Login For technical problems with the 1400 Key Boulevard, B-200
application, select the Contact List Arlington, VA 22209-5144
for your organization's computer Email: hr-bits@cpms.osd.mil
Authorized Non-CAC Login support Help Desk.
Authorized Non-CAC users must select the "Non-CAC Registration” button
before "Login" button. Select the "Reset Password” button to reset your
password.
Portal Username: |
Portal Password: I ]; El} *'
ummm

SBIFSERVICB HR
Mon-CAC Registration | Reset Password Login mmsommmnmon

Login Help DY "'1_5.'?.' MYWORKPIA

SELF SERVICE HR
MY PERSONNEL INFORMATION

Privacy Act | Accessibility | Privacy and Security Polic

=
4 | »

|javascript:window, opener="¢;window, close(); ’_ ’_ l_l_ ’_ m|e Internet [# 0w -~ 4
fi;'start| J oEea > J |5 DCPDS | (@] 1nbox - Micros... | ] pepos auide f... | [ @ Login : DCPD... J - il usink A « |0\ s 2:52pm
s =
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After Clicking the CAC Registration button, you should see a screen that resembles Screen 4below.
Enter your SSN in the blank fields under CAC Registration. Complete the steps on the following

screens. Once you have successfully registered your CAC, return to the login screen as shown on Screen
5.

/2 account Registration : DCPDS Portal - Windows Tnternet Explorer &=
—
.;_:-/.".\:_;. - |g, https: ffcompos. dopds. cpms. osd. milfsso/jsp/register . jsp j % S (B3 ILiveSearch Foihg
File Edit View Favorites Tools Help
= »
vy ke @Account Registration : DCPDS Portal | | @ B v oo - E}Page v (OfTools -
Disclosure: Voluntary. Failure to provide the requested information will result in a delay or termination of your ;I

request. If your reguest iz terminated, you wil not be able to view and verify your data and you will not be able to
update your data via this website.

CAC Registration
Welcome JONES.STEPHEN.E

Enter your SSN/LN Employee ID Number and select the "Reqgister” button to register your CAC.
Select the "Cancel" button to return to the DCPDS Portal Page.

** Important *=* SSN/LN Employee ID Numbers are masked as an additional security measure for your personal protection.

* Uze hyphenz in the SSN/LN Employee ID Number if applicable
SSN/LN Employee ID Number:

Confirm SSN/LN Employee 1D Number:l
Register I Cancel |

CAC Re-Registration

Select the "Re-Register” button if you received a new CAC since the last time you registered to
the MyBiz/MyWorkplace/Human Resources (HR) application.

Re-Register Cancel

Non-CAC Users Registering as a CAC User

ITyou have been issued a CAC, enter the appropriate information below and select the
"Change to CAC Registration" button.

Portal User Name:l

Drrtal Dacewnrd- | =

| [T [ L8 €meernet [#100% -
Ej'startl J @ @ G = J IE_] DCPDS Guide For Upl, .. | IE_] Docl (Read-Onikyd - ... | |§| Inbox - Microsoft k..., | @ http:f e cpms.as.. || @ Account Registrati... |« @\b 2:00 PM
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Screen 5

3 Login : DCPDS Portal - Windows Internet Explorer 18] x|
@\’_: - I@, https: ffcompo. depds. cpms. osd. milf j\g‘ *2 X ILive Search pelibs
File Edit View Favorites Tools  Help

- ria »
52? '1'£7 ,éLUgln DCPDS Porkal | | @ - E ol li‘“’l'—‘age - 0 Tools -
=N =l

DC PDS DCPDS Portal

msﬁmﬂ nA'rAs

Common Access Card (CAC) Access Reporting Problems CPMS Contact Information
First time CAC users, Non-CAC users with newly issued CAC and CAC For personnel data concerns in Department of Defense
name changes must select the "CAC Registration” button before "Login” "MyBiz", contact your Servicing Civilian Personnel Management Service
button. Human Resources Office. HR Business Information Technology
Solutions Division - HR-BITS
—»  CAC Registration Login For technical problems with the 1400 Key Boulevard, B-200
application, select the Contact List Arlington, VA 22209-5144
for your organization's computer Email: hr-bits@cpms.osd.mil
Authorized Non-CAC Login support Help Desk.

Authorized Non-CAC users must select the "Non-CAC Registration” button
before "Login" button. Select the "Reset Password” button to reset your
password.

Portal Username: I

Portal Password: I 6( F”Si'MYB
SRS SELF SERVICE HR

Non-CAC Registration | Reset Password Login MY PERSONAL INFORMATION

Login Help 0 PHSM MYWORI(PLACE

SELF SERVICE HR
MY PERSONNEL INFORMATION

Privacy Act | Accessibility | Privacy and Security Polic

-
4 | »

|javascript:window, opener="¢'jwindow, close(); ’_ ’_ l_l_ ’_ ’_|0 Inkernet [H0w -~ 4
1:!;'5tart| J clea > J | DCPOS | | ©] b - Micros. . | 8 DCPDS Guids F| & Login : DCPD... J 1 « 0]\ s 2m2pm

Once you’ve clicked the Login button on Screen 5 above, wait about 10 seconds, and Screen 6 below
should pop up.
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Locate the “OK” button highlighted by the red arrow on the screen below. Once you’ve located it, click
the “OK” button on your screen.

Screen 6

™ Login : DCPDS Portal - Windows Internet Explorer |7 =

=181
\'— 4 = || hetps:foompo, depds, cpms, osd, milf T B 4| | K | |Live Search P
kit i ey

File Edit View Favorites Tools Help

SCRE PN . | 1 P em O - @ Tock » >
g ‘compop.dcpds.cpms.osd.mil/portal/page;/portal - Windows Internet Explorer i ] 4] Q
o N I
™ N —_—r
ﬂ_ﬁ\/\ 1 & L |g, https:ffcompop. depds.cpms. osd. milfportal/page/portal 'I |"'7| | A | ILive Seatch |P v|

DCPDS e e

o
\2Sg 5:? atp (:,}https:,I’J‘compop‘dcpds.cpms.osd.mil,l’portal,l’page,l’porta\

View Favortes  Tools  Help

[E— | @"@'@pagev@mnlsv >
igi i 7| x =
Commol Choose a digital certificate 2| =

First time C i~ Identification .
h tervice
EE;I;H cnang The website you want ta view requests identification.
: ! Please choose a certificate, gy
Mame Issuer

IONES. STEPHEN E. 1. e e B
JOMES. TRACY.ANN.... DOD CA-12
Authoriz JOMES. TRACY.ANN.... DOD EMALL CA-12

X JONES.STEPHEM.E.1... DOD EMAIL CA-16
Authorized I

before "Logi
password.

Pori

Por More Info... | ViewCBrtiFicate..‘l

>
»

Maor

|Waitir|g for https:{{compop.dcpds. cpms. osd. milfportaljpage/portal... || l_ l_ l_ '_ l_ l_ |Ur|kr|uwr| Zone HA00% - S =
4« | »
|javascript:window, opener="¢;window, close(); ’_ ’_ ’_ ’_ ’_ m |§ Internet [# 0w -~ 4
E)start| |6 @ @ > |Gooos | (@] 1nbox - Micros... | ] pepos auide f... |[ @2 mnternet ... - | o <« 0]l 3:15PM
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The Screen below should pop up. Next, locate the Army Region link on the screen below highlighted by
the red arrow.

Screen 7

=181
. T

‘.\\_-—/:n\—_/a.‘ - |g, https:ffcompop.depds.cpms. osd. milfportal/page/portalf DCPDSPORTAL j % |ﬁ||£| ILive Search |P v|

File Edit View Favorites Tools Help

TP ¢ @DcPDsPORTAL | |

> @"@'\ﬂ’pagev@kav»
,’4\}1?;&:‘\:\’\\ Logout =
DQ."PDM!!_ DCPDS Portal

QS

MSONI'ELIIATAS
My Application/Database Add Additional Application/Databases \

Accessing Your Database

Region Association

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Army region

To protect your personal information, ‘'log out’ of your DCPDS Portal session by selecting the "Portal Logout’ button.

Logout |

[
|Done

[ [ [ @& ntermet [®ome - 4
!Bstart| |[©] & @ | Socrs | (@] 1nbox - Micros... | ] pepos auide f... |[ @2 mnternet ... - | ks aink D « 4 z23PM

Once you’ve located it on your screen, click on the Army Region link.
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The screen below should pop up after you’ve clicked the Army Region link. Locate the Continue button
highlighted by the red arrow in the upper right corner of the screen below. Note: Next to the Continue
button is an empty box that if clicked will prevent you from going through this screen in the future.

/7 oracle Applications Home Page - Windows Internet Explorer - | =) Ill
LG A IE https:,l’,ipyxis.chrcs.army.miI:SDDT,I’OA_HTML,I’OA.jsp?page:,l’orac\e,l’apps,l’Fnd,l’Framework,l'navigate,l’webuw,l’HomePG&homej & 1 (| X ILive Search Felis

File Edit ‘“ew Favorites Tools Help

12? *‘{9? @Oracle Applications Home Page | | @ - E ™ [,Eb - @Page - @Tools -

s

Department of Defense

|
I Do not show this again |_Continue )

NOTE: Select the "Do not show this again’ box to
enzure thiz page does not display again. Then select
‘Continue’ to access My Biz.

DCP Defense Civilian Personnel
DEFENSE cnﬂLlAu Data S_VS tem ( DCPDS ) News...

PERSDNN EL DATA SYSTEM

National Security Personnel System

PAA Strategy Supports End-of-Cycle and Performance Planning Activities
September and October are important times in the performance management cycle.

Employees and supervisors are ending one cycle and planning for the next one.

PAA is now available in two versions: =l
|https:,l’;’pyxis.chrcs.army.miI:SDD?,I’OA_HTML,I’OA.jsp?page=,|’orac|efapps,I’Fnd,fframBwork‘inawgate,l’webui,l’HomePG&homePage=\"&O EB |{ Trusted sites ‘ HA00% - v

Eﬁstartl |[© & @ > |Socs | [©]nbox - picros... | #) peros Guide ... [ @ 3 mternet ... - | « 4 33I0PM

On your screen, click the Continue button.
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Navigation through DCPDS into Oracle Applications

The screen below should pop up after you’ve clicked the Continue button. Locate the link on the left
side of the screen below titled CIVDOD HR-TRNG PERSONNELIST, highlighted by the red arrow. If
you do not see the CIVDOD HR-TRNG PERSONNELIST link, you may have something that resembles
one of the following training responsibilities:

= HR-TRNG ADM
= OTATRN ADM
= OTATRN MON

On your screen, locate the link that corresponds to your training responsibility and click on it.

Screen 9
f‘ Oracle Applications Home Page - Windows Internet Explorer &=
@3 hd |g, https:,l’,l’pyxis.chrcs.army.miI:BDDT,I’O.Q_HTML,I’OA.jsp?page=,|’0racle,l’apps,ffnd,l’Framework‘l'navigate;’webui,l’HomePG&homej % 0| % ILive Search Foihg

File Edit View Favorites Tools Help

i:? ate @Orac\e Applications Home Page | | @ - B - Q@ - E}Page - ;;{)}Tools -7

-

Department of Defense

ICE MvBiz ICE PAAWZ ICEPAAWS Logout Preferences Oracle Help

Navigator Favorites

3 CIVDOD HRTRNG ADMINISTRATOR | Please select a responsisilty. [ SN ASETES /
[ CIVDOD HR-TRNG FISC OFF
3 CIVDOD HR-TRNG ORG TNG

After using your browser to access DCPDS,
close all of your browser windows and restart a

MONITOR new browser session. Sometimes the browser
% E‘INBQD HR-TRNG PERSONNELIST can hold that information in memory (e.g. cache,
Wy Biz

etc) and some web sites know where to look to
find it. For more information Click here

Interactive Customer Evaluation
{ICE]} replaces Ny Biz Suggestions

Common Access Card (CAC) Login Information

CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account Programs.
CPMS Homepage

Federal Employees Dental and Vision
Insurance Program

Federal Long Term Care Insurance Program
Flexible Spending Account

MyPay

WSPS Information (General Info & iSuccess

Tmg)

OPM Health Benefits Homepaae LI

| [T T [ [ [@ Trustedsites [®ome - 4
i:t;'start| |[©] & @ | Socrs | [©] 1nbox - Micros... | ] pepos auide f... |[ @3 mnternet ... - Ik = « 4 338PM
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After clicking on the link, wait for the right side of the window to populate and click on the Mass
Completed Training link.

Screen 10

/2 Dracle Applications Home Page - Windows Internet Explorer

== x|

@?} - I@, https:,l’,l’pyxis.chrcs.army.miI:BDDT,I’O.Q_HTML,I’OA.jsp?OAFunc=OF\HOMEPAGE&akRegionnpplicationId=D&navRespId=ltj

&I || ILiveSearch -

File Edit View Favorites Tools Help

52? al @ Oracle Applications Home Page

o v B - od=h v chpage v (OFTook +

§ Department of Defense

ICE MyBiz ICE PAAVZ ICEPAAWS Logout Preferences Oracle Help

Navigator

Favorites

3 CIVDOD HR-TRNG ADMINISTRATOR

3 CIVDOD HR-TRNG FISC OFF

3 CIVDOD HR-TRNG ORG TNG
MONITOR

)

3 My Biz

CIVDOD HR-TRNG PERSONMNELIST
Training Requests

Training Req. History Details
Chvilian Inbox

|:| Workflow Inbox

Completed Training

Mass Process

# \Mass Completed Training

Reports
Submit Report
View Report

Special Information
People/SITs for Training
View Employees by SIT

| Edit Favarites |

After using your browser to access DCPDS,
close all of your browser windows and restart a
new browser session. Sometimes the browser
can hold that information in memory (e.g. cache,
etc) and some web sites know where to look to
find it. For mare information Click here

Interactive Customer Evaluation
{ICE) replaces My Biz Suggestions

Common Access Card (CAC) Login Information

CPMS does not maintain Federal Long Term Care

|Opening https: {fpyxis . chrcs.army. mil: 5007 fForms/Formservlet? 15ervSessionldforms=juglikdepl . mCEMrBMNcAL IMGSGE0E My 3CLC30 EB |J Trusted sites

Insurance and Flexible Spending Account Programs._

CPMS Homepage —

Federal Employees Dental and Vision
Insurance Program

Federal Long Term Care Insurance Program
[ Flexible Spending Account
WMyPay
f WSPS Information (General Info & iSuccess
Tma)
1 OPM Health Benefits Homepage =l

S

Wstart| | (D] € » || O Inbox - Micrasoft ... | -] Courses - &sof - ... | B DCPOS Guide For ... | B Quick Guide For M., || @& 5 Internet Exp... ) DCPDS Updatedfi,.. | [« 10:51 &M
P
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Processing Mass Updated Spreadsheet with Oracle Applications

Once you’ve clicked on the Mass Completed Training link, wait a couple of minutes and Screen 11 will
pop up. Click on the Browse button highlighted by the red arrow on the screen below.

Screen 11

ORACLE

Processed Records

*fstartl J ea J Inbox - Micrasoft Gutlook || €6 Internet Explorer  ~ DCPDS Guide For Uploadi... | « -1|0]'s :01PM

28



Back to Table of Content Top of Proc. with Oracle Applications

After clicking the Browse button, the open file window should pop up (reference Screen 12). Now locate
the name of the CSV file that you saved in the open file box. Click on the file and open it up. Caution:
Sometimes the beginning Oracle screen pops up after this step, blocking the current screen. If this
happens, click on the grey area of the right screen to close the Oracle screen and reveal the current screen
again.

Screen 12

F,@.‘; Oracle Applications - Army Civilian Data Center
open 21| ORACLE
Lock i: IE)DCF’DS Updated files j = = E- I 3 (é/ C.} | @ . ﬁ I ?

5] Aiskegren, Marian 10-30-2008 (13) EBurrell, cat

L] Berczyk, Patricia 11-21-06 {160} ) christ, Katt

| Bethel, Marvin 15-Sep-09 (345) ¥ Codes For
] Bluegrass-Ft, Riley (49) %]Fort Riley C

2] Blueqrass-Ft, Riley_ (49) Ft. Campbe _
Bl Boudreay, Richard 11-21-08 (2118) L) Gomez, Silf

U}
File name: Ii Open I

Files of type: |AIIFiIes["_"] ﬂ o | Delete Preview

Frocessed Records

Load ASCI File

Preview

Status Details
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After you’ve completed this step, your screen should look like Screen 13.

Screen 13

& Oracle Applications - Army Civilian Data Center

File Edit

ORACLE"

Browse

(LN C:\Documents and Settings\s19phen.juhesZB\Desktnp\DCP Load ASCI Fila

St Processed Recaords

Input File I

Qstartl | & a »| @ acuradio | /€ Login : DCP... | /€ DCPDSPORT. . | (€ Orade App\ic‘..l (& Oracle Applic...l /& oracle Appl... ]DCPDS Guid... | « Ehly :3LPM

30



Back to Table of Content Top of Proc. with Oracle Applications

By double clicking in the Input File Name field, you will highlight its contents. Once you’ve done this,
hit your right arrow key to skip to the end of the files contents. You’ll know you’re at the end when you
see csv at the end of the file. Next, highlight from the very last backslash to the end of the file name.

Screen 14

ORACLE

Input File fame DELGTTW R IR ECE R il B luegrass-Ft. Riley (49).cs Load ASCI File

SR Processed Records

Browsge

Status Details
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Next, copy the highlighted portion by holding down the Ctrl key and press the C key on your keyboard.
Right click in the long white box next to Mass Process Name to activate the field. Now hold down the
Ctrl key and tap the V key to paste the highlighted portion in the empty box.
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If your screen resembles the screen below, then take off the .CSV off of the end of the file name. Then
click on the Load ASCII File button. Your screen should mirror Screen 15 & Screen 16 after taking the
.csv ending off the end of the file name and clicking the Load ASCII File button.

Screen 15

F,;.,.".‘;Dracle Applications - Army Civilian Data Center

ORACLE

P f I DEELED 25 L1872

-8 Bluegrass-Ft. Riley (49)|.t3v

gsistephen.jones?3\Desktop!\DCP Load ASCI File

' ;J Processed Recards

Input File Mame (s il ts and Setti
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Screen 16

B Oracle Applications - Army C n Data Center

R LB 45

phen.jones?3'Desktop\DCP Load ASCI File

Delete Preview Preview:

Processed Recards
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After clicking the Load ASCII File button, the window below will pop up. Make sure that the highlighted
blue strip is set on 0-Default printer (the very first line). Clicking on any other option may cause your
report to be lost or altered.

Now that you’ve verified that the default printer has been selected, click the Okay button on your screen
(highlighted by the red arrow on the screen below).

Screen 17

ORACLE

mpleted Training

-lul- Bluegrass-Ft Riley 49)

Browse

UENSFIERREIGES C:\Documents and Settings'stephen.jones23\Desktop'DCP Load ASCI File

Brs x

Printer
0-Default
1ABE1A
25thg1hre
413105BL14350
413_105b_lj4
4251rm
848ps2a
JCP_EXM
JCP_GJ01
SCP_GJ0z2
8CP_GJ03
GCP_GJ04

wstartl |Gl @ @ | O] mbox-Microsaft Outlook | ] DCPDS Guide for Upload... |[ @5 tnternet Explorer  ~ [ DCPDS Updated Fiks | « -Gy Bi51 AM

Now, depending on the size of your mass update spreadsheet this step may take anywhere from 2 — 15
minutes to upload. So wait until you see one of the following screens (Screens 18 and 19).
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Error Screen

The screen below usually means that there were errors on your uploaded mass update file, or this file has
already been uploaded into the system. This is why it’s critical to make sure that the format of the mass
update spreadsheet is correct to prevent tedious and repetitive corrections.

Whether you get the error screen or the successful upload screen, the next option you have is to click the
Preview button or the Execute button. The Preview button allows you to take a look at the records that
were uploaded and make any corrections to the uploaded file before executing the action to process the
file. Note: You have the choice of using the Preview button to make corrections or making the corrections
on the excel spreadsheet.

Screen 18

F&— Oracle Applications - Army Civilian Data Center
File Edit ORACLE
BV iSSP ARADNDER L9 2 5[] 2

pleted Training

Load ASCI File

Szl Processed Records

Status Details

Errors in Upload File.
See Error Report for Details. Conc Req ID is 22967419
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Successful Upload Screen

The screen below means that your mass upload was successful, Congratulations!!!

Clicking the Execute button will initiate the execution of the upload. (The Execute button is highlighted
by the red arrow below).

Screen 19

ORACLE

leted Training

-8 Bluegrass- Ft Riley (49)

Input File Mame (C:\Documents and Settings'stephen.jones?3\Desktop DCP| Load ASCI File

=N Unprocessed Processed Records

Browsge

Status Details

@istart| | (O] & @ | 5] nbox - Mcrasoft outlook | B DCPDS Guis for Lploadi.. || 25 Internet Euplorer  + ) DEPDS Lindated files « s 9034M
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After clicking the Execute button, a small window should pop up on your screen like the one below.
Click the “OK” button as highlighted by the red arrow.

Screen 20

File Edit I w Help ORACLE
HY O &

ted Training

(-8 Bluegrass-Ft Riley (49

LEMARIERRENEN C:\Documents and Settingsistephen.jones23\DesktopDCP Load ASCH File

=10 0-Default Delete Preview
Submiticd Processed Records
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After clicking the “OK” button, you’ll have to wait until the records have been executed. Caution: Be
patient...... if you get anxious and click the Processed Records button too early you’ll get a pop-up
screen like (Screen 21)....
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By clicking the “OK” button, you get rid of the pop-up screen below......

Screen 21

E‘?gl:lracle Applications - Army Civilian Data Center
Fila Edit alp ORACLE
SPIVR NAE AT LI 02

pleted Training

(-8 Bluegrass-Ft Riley (49

Input File Mame and Setting pt jones?3 Desktop'DCP Load ASCH File

: Processed Recaords

Forms b

dR ]
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Now, after waiting a couple of minutes, it’s time to click on the Processed Records button. Screen 22
below should be your final result...

38



Back to Table of Content Top of Successful Upload Screen

Presented below is the screen that shows all of the data uploaded from your uploaded mass update file.
Use the directional arrows located to the right and at the bottom to scroll through the uploaded records.
Go ahead, try it........ then come back so we can finish out the mass update process.

Normally if you have thousands of records, the screen above would be a lot fuller. The following steps
are to help you figure out why the rest of your files are not showing up. Step 1 is to exit out of Screen 22
by clicking on the X in the top right corner.

Screen 22
& DOracle Applications - Army Civilian Data Center - |EI|1|
-
L0 S GPI AN A LED S]] 2
L
Bluegrass-Ft Riley (49
Mass Training
= sS
Effective Date || Course Title Duty Hours Maon Dty Hours| Tot
Jones, Stephen E 2 25.N0v08  |ETHICS 1 lo 1 =
[ »
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Error Reports

Once you’ve exited the screen, it should take you to Screen 23. Below is the navigator screen that
pinpoints you to the functions in which you’re trying to retrieve. We want to figure out where the rest of
the files are, so locate the View Report link under the Reports umbrella (highlighted by red arrow). By
clicking on the View Report link, it will transport you to Screen 24.

Now notice the other two green arrows. If you want quick access to any of the function links in the left
box under the title Mass Completed Training, then click on the link and hit the right arrow key in the
middle of the screen to add it to the right side (as highlighted in blue). Now all you have to do is hit the
assigned number key on your keyboard for quick access from this screen. Cool Huh???

Screen 23

ORACLE

Functions

Mass Completed Training

Training Requests I Top Ten List

Training Req. History Details 1. Completed Training |
% |- Mass Process 2. Mass Completed Training
—pMass Completed Training i]
- Reports

Submit Report
_ﬂliew Report ﬂ
+ Special Information
Civilian Inbox
Workflow Inbox
Completed Training

Quick Guide For Mass Update - Microsoft 'Word

&Startl J @ a * J Inbox - Microsoft Outlookl DCPDS Guide for Uploa, . | Quick Guide For Mass U... ” @5 Internet Explorer - ) DCPDS Updakted files | <« 954 AM
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By clicking on the Find button, the system will search through the uploaded files to find all the errors and
why they didn’t upload successfully. The find button is highlighted by the red arrow below.

Screen 24

ORACLE

M|nclude Regu

i Juery
| Request ID A
Select the Mumber of
Submit a Mew Fequest. ..
| —
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Screen 25 shows the report that pops-up as a result of clicking the Find button
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This is the report that you will get when you have errors in your uploaded file. Using your saved excel
spreadsheet, locate the files and make the necessary corrections. The name and SSN# of the training files
are given to help narrow down the search in case you’re dealing with thousands of training data. Again,
you can also utilize the Preview button to catch and change incorrectly entered data. * Note: You’ll
know you’ve done it correctly if the system does not generate anymore error reports, or the error report
says that completed training has already been entered for that specific SSN#.

Screen 25

& oracle applications - Army Civilian Data Center i ]|

File Edit a el ORACLE
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Error Lis
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22967700  |Error Lis O({=7BPERSONAL DATZ - PRIVACY ACT OF 19740(=0B L= Of 25-F

72967693 Compltd Error Listing for Completed Training Mass Update

22967419  |Mass Tra |:\Documents and Settings\stephen.jones23\Desktop\DCPDS Updated files\Bluegrass-F
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Jones, Stephen E 247- I Training Start Date mast be less than or egual b
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Well congratulations, you’ve made it through the mass update process in one piece. I know, I know, it
seems like a lot of information all at once. Just refer back to your guide when you run into a rough spot
for assistance. Good job!
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